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Welcome to the Qualification Program with McMillan 

Staff Development 

This booklet has been developed to assist you in understanding a little more about the 
program. 

• It outlines how we can assist in developing your staff, and the processes we use during 

the program. 

• It outlines the important role of the supervisor and shows how we can work in 

partnership to assist each other in maximising the outcomes for your employees. 

• It explains the assessment process and why consistency of performance is an 

important factor in gaining a qualification. 

• It provides some information that you might find useful in understanding the learning 

journey, learning styles and coaching. 

If you have any concerns or questions during the program please contact me on (02) 62300 
266 and I will do my best to assist. 

Enjoy the experience – we look forward to working with you! 

 

Kind regards 

 

B e n  M c M i l l a n  •  D i r e c t o r  
e. ben@mcmillan.net.au p. 02 62300266  
m. 0406377705 w. www.mcmillan.net.au 
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The Qualification 

The qualification is based on a set of competency standards that: 

• Match closely with the day to day requirements of the participant’s job 

• Lead to a nationally recognised qualification through direct assessment of workplace 

competencies 

• Encourage the development and delivery of flexible training that suits both the 

individual and the organisation’s requirements 

• Encourage learning and assessment that leads to real workplace outcomes. 

Competency standards are used throughout Australia. They describe what your industry 
accepts as effective performance in the workplace.  This includes the skills and knowledge to 
do the job. 

The standards were developed by Government, industry representatives and unions.  The 
standards are reviewed and updated every three years to ensure that they accurately reflect 
the work done by people in that industry. 

These standards are divided into units of competency. These match particular jobs that people 
carry out at work.  Each unit of competency is broken down into smaller parts, called elements 
(the tasks carried out to achieve the jobs) and performance criteria (the skills, knowledge and 
attitudes required to carry out the tasks).  

To obtain the qualification a predetermined number of competences need to be completed. 
There are always a number of compulsory units that ensure the integrity of the qualification 
through a consistent standard being achieved by anyone undertaking that particular 
qualification. There are then a wide range of elective units that can be selected to best reflect 
the work undertaken by your employee.  
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How can you support your staff member? 

Meet with new staff member soon after their induction training to establish a regular meeting 
(once a month) to discuss and agree on key accountabilities, key performance indicators, and 
individual goals.  

Provide honest and constructive feedback together with any relevant support they may need.  

Also use this time to review the evidence they are collating to prove they are working at the 
desired level. You will need to sign this off as a consistent example of their work and that it 
meets organisational requirements.   

Evidence requirements 

The requirement for evidence is to provide quality examples showing consistent performance 
over a period of time. The workplace will be asked to provide a final verification once these 
examples have been tendered. 

Suggested format for the qualification 

The format McMillan is suggesting your staff follow for the term of the qualification is that 
they: 

1. Learn - undertake the assigned learning (using the training and assessment plan 

provided by McMillan as a guide). This learning encompasses formal training, 

informal learning, on the job etc 

2. Reflect on that learning to see how it applies to them and their position in your 

organisation. 

3. Collaborate – the learner talks with others to see what they are doing with similar 

skills (broadening their knowledge of the organisation) 

4. Apply – the learner actually applies the new skills and knowledge and keeps 

copies of their workplace application in their folders. 
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How is a qualification earned? 

The qualification undertakes learning from a variety of avenues including: 

• Life experiences 

• Previous jobs 

• Previous training 

• On the job training 

• Employer provided training 

• Training provided by the RTO 

How we measure the effective translation of this information into consistent workplace 
practice and to ensure that the skills and knowledge of the person matches the requirements 
of the specific qualification is the process called assessment. 

What is assessment? 

Quality assessment underpins the credibility of the vocational education and training system.  
There are a number of national principles that our assessors must abide by when planning, 
conducting and validating assessments. 

Assessment is the process of gathering evidence in order to determine a person’s competence 
against agreed standards.   

Assessment is criterion referenced.  This means it identifies a candidate’s personal 
achievement of defined outcomes, rather than comparing their performance to that of others.   

The trainee will inform you that they have completed the unit and will request you to sign and 
date each stage in the relevant Record of Training to show that this has occurred to your 
satisfaction. If you are not satisfied, a discussion with the trainee is to occur to identify area 
requiring further attention. 

McMillan will carry out the final assessment.  This will mean judging whether your trainee is 
‘competent’ or ‘not yet competent’.  If they are ‘not yet competent’ the assessor will discuss 
and agree on ways to fill the gaps - this may be additional assessment tasks, more training, 
some internal coaching or more on the job experience before being assessed again.   

National Principles of assessment 

There are four principles of assessment: 

1. Validity 
2. Reliability 
3. Fairness 
4. Flexibility 
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Validity 

This means the assessor needs to: 

• Sample a sufficient range of performance of your employee 

• Assess tasks/activities in the workplace 

• Obtain evidence of transferability to new situations 

• Use multiple approaches to assessment 

Reliability 

This means the assessor needs to collect evidence: 

• Via a number of different assessment methods 

• From a range of examples and over a period of time 

• That shows consistent  performance 

This is where the supervisor plays an important role. This vital information can only be 
supplied by someone in regular contact with the trainee – usually their supervisor. McMillan 
assessors will always seek verification of consistent performance from you prior to awarding 
a qualification. 

Fairness 

This means the assessor needs to: 

• Provide clear and accurate information about the assessment process 

• Apply reasonable adjustments where appropriate 

• Be objective and free from discrimination and bias 

• Document the assessment process and provide feedback to candidates 

Flexibility 

Flexibility applies to the assessment process, not the competency standards.  This means the 
assessor needs to: 

• Consider the various needs of all parties 

• Recognise competencies, no matter how, when or where they have been acquired 
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The assessor also needs to ensure that the evidence they collect is: 

Valid  relates directly to the qualification 

Sufficient  enough to show repeatable performance over a period of time 

Current  demonstrates current performance 

Authentic The staff member’s own work 

What is competent? 

Assessing competent workplace performance is more than observation of a single task; it is 
the integration of various skills (task performance), knowledge (facts & figures) and attitudes 
(impression communicated) to reflect real work. 

In a nutshell, to be considered competent, a worker needs to be able to:   

✓ Perform at an acceptable level of skill; 
✓ Organise the required tasks; 
✓ Respond and react appropriately when things go wrong; 
✓ Fit into the scheme of things in the workplace 
✓ Fulfil a role in the scheme of things at work; and 
✓ Transfer skills and knowledge to new situations. 

What is evidence? 

Evidence is what the candidate provides to support their claim of being competent. A 
combination of sources of evidence provides a picture of the person’s competence 

The most common sources of evidence are: 

• Answering questions 

• Products or samples of work 

• Being observed at work 

• Demonstrating particular tasks 

• Gathering 3rd party evidence 

• Online learning assessments 

• Project work 
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Third party evidence collection 

As part of this program, we have incorporated a third party evidence collection step to 
facilitate a discussion between the trainee and their supervisor. The third party evidence 
collection also provides an opportunity for supervisors to comment and participate in the units 
of competency that the trainee is undertaking. 

In the assessment part of each unit there will be a Third party evidence collection tool and 
agreement. 

The Third party evidence collection tool is customised for each unit of competency. It will list 
the tasks that should be able to be completed by the trainee as a result of completing the unit 
of competency. 

On completion of a unit of competency the trainee will approach their supervisor to discuss 
what they have learned from the unit and to share with them the tasks that they are now able 
to complete as a result of completing the unit. 

The supervisor has the opportunity through the Third party evidence collection tool to 
comment on whether they have seen the trainee perform those tasks. The supervisor can then 
place comments on what they have observed in the Third party comments section. If the 
supervisor has not had the chance to observe a task being performed they can place “not 
observed” in the Third party comments section. 

In summary observations should be of the trainee performing the task: 

• In the context of the trainee’s role 

• In more than one instance 

• Within the past 12 months 

• With competence and confidence 

On completion of the Third party evidence collection tool the supervisor will be required to 
sign and date the Third party statement on the Third party evidence collection agreement to 
indicate their understanding of the requirements and to identify themselves as the 
supervisor/third party. 
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Responsibility of the Registered Training Organisation 

• Select the appropriate qualification that best meets the needs of the organisation 

• Provide learning that is not covered by the organisation – this may be:  online; CD 

based; workbook or face to face training 

• Investigate, understand, use and contribute to internal assessment methodologies 

such as aligning performance appraisals to the assessment criteria to ensure 

consistency and to avoid duplication of effort  

• Review training needs midway through the program 

• Work with the Trainee’s workplace to ensure the best outcomes for each trainee  

Responsibility of the Trainee’s Workplace 

You must be able to demonstrate that a suitably qualified person will be supervising the 
trainee, and that the on-the-job training you provide will enable the trainee to become a 
competent worker.   

Under the terms of the Training Contract, you must: 

• Prepare and provide relevant training that will equip the trainee with the skills to work 

at your business 

• Provide appropriate supervision while the trainee is at work  

• Organise for relevant support to be provided to your trainee to enable them to meet 

the requirements of the qualification – this might be through coaching, mentoring, 

additional in house training or additional opportunity 

• Provide essential feedback to the assessor on how the trainee is meeting the 

organisational requirements.  

• To be deemed competent a trainee must show consistent performance over a period 

of time. It is not enough that the trainee performs to the standard at the first 

assessment and in subsequent assessments is not meeting the standards – it has to 

be a demonstration of consistent performance to be granted a qualification.  
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Records the Workplace should keep include: 

• The approval letter from your State or Territory Authority once the Training Contract 

has been approved 

• Your copy of the Traineeship Training Contract (for traineeships only) 

• A copy of the Training Plan as agreed with the Registered Training Organisation (RTO) 

• Your employees participation details in any training (internal or external) 

You also need to observe the trainee’s progress and confirm that they are developing the 
required skills and knowledge.  

Responsibility of the Participant 

• Uphold the values and principles of the organisation 

• Take part in training and assessment activities in order to achieve the competencies 

specified in the qualification 

• Maintain a record of all training and assessment activities (this must be recorded for 

audit purposes – your trainee can use Microsoft Outlook) 

Additional Information that you might find useful 

The Learning Journey 

There is a clearly identifiable series of steps that we all go through when learning a new skill, 
habit or way of thinking.  Being able to recognise these steps as a supervisor, manager or coach 
will help you reduce tension and challenges inherent in going through change, in learning 
habits. 

Unconscious Incompetence This is a stage of unawareness and bliss. We literally don’t 
know what we don’t know, and it doesn’t matter to us. 

Conscious Incompetence This stage tends to involve some degree of awkwardness, 
embarrassment, fear and uncertainty; all of a sudden, 
we’re conscious of what we don’t know. 

Conscious Competence This stage means we’re starting to become competent, but 
we’re very aware of what we’re doing. 

Unconscious Competence The stage is when the new learning is totally a part of us.  
We’re no longer aware of the new habit or skill; it’s a 
normal part of our daily life. 
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Learning styles 

Everyone learns a little differently. This occurs in the following order: 

1. some people are hands on learners and like to experiment with some explanation, 
2. others prefer to read information, and  
3. some people are fine with learning through listening. 

This sends a strong message not to talk too much, but to engage a variety of methods when 
in a teaching/coaching mode.  Make sure you find out how your trainee prefers to learn and 
provide the information to them in that format. 

Coaching your trainee 

The overall purpose of coaching is to provide help and support for people in order to help 
them develop their skills, improve their performance and maximise their potential.  

 

Effective coaching can increase day to day effectiveness, self-esteem, team work and positive 
customer feedback.  

Coaches are people who: 

✓ Have proven their skills 

✓ Are good communicators 

✓ Can share their experiences and  

✓ Want to make a positive difference in their workplace. 

Coaching: 

1. It entails explanation, demonstration, opportunity to practice, and honest 
feedback.  

2. It needs to the active support of local managers and workmates.  
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The possible benefits of coaching and are: 

Benefits for the individual Benefits for the your organisation 

• individuals learn how to identify 
development needs 

• coaching can have a positive 
impact on performance 

• individuals gain greater self-
awareness 

• individuals acquire new skills 
and abilities 

 

• build capability for future business demands 

• support new ways of working 

• improved productivity, quality, and customer 
service value 

• increased employee commitment and 
satisfaction, which can lead to improved 

• retention 

• can demonstrate to employees that an 
organisation is committed to developing its 
staff and helping them improve their skills 

• coaching can be used to support new-to- role 
leaders cope with new responsibilities 

The coach’s role is to: 

• To be prepared to share their experiences 

• To help improve their workplace  

• To help others to learn 

• To share in others’ success  

• To act as a source of ongoing support and advice 

• To improve themselves 

The manager’s role is  

• To often act as a coach themselves 

• To properly support others who act as coaches  

• To keep track of coaching efforts 

• To allow people to make mistakes as they learn 

• To recognise the coach’s efforts. 

How do you start coaching? 

• Organise to succeed 

• Explain why/how you are going to approach the coaching 

• Demonstrate the preferred action 

• Allow time for practice 

• Provide honest feedback 

• Record the results 
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A quick overview and guide to assist your staff member GROW: 

 

 

 

 

• Agree topic for discussion

• Agree specific objective of session

• Set long term aim if appropriateGoal

• Invite self assessment

• Offer specific examples of feedback

• Avoid or check assumptionsReality

• Cover the full range of options

• Suggestions from both coach and 
individual

• Ensure choices are made
Options

• Commit to action

• Identify possible obstacles

• Make steps specific and define timing

• Agree support
Wrap-up


